State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 1650-5393-002 50001463 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant IRWM/FAB/Implementation Grants Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Zaffar Eusuff Supervising Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
SS 2-2-11

P eg_c;j%rg of Activity

POSITION SUMMARY

Under the direction of the Supervising Engineer, the Associate Governmental Program Analyst
(AGPA) administers financial and analytical budget staff services assignments related to
implementation grants in the Integrated Regional Water Management (IRWM) grant program. The
incumbent may be assigned duties to support and work as part of a matrix managed team,
including planning grants administration. Duties include determining compliance with IRWM grant
program requirements; preparation and administration of implementation grant, loan, or service
agreements; processing of payment claims for implementation grants and other IRWM grant
programs.

ESSENTIAL FUNCTIONS

The Implementation Grants Section is designed for projects that are ready for or are nearly ready
for implementation. This position requires the incumbent to work cooperatively with Department of
Water Resources (DWR) staff, contractors, and grant recipients; maintain regular, consistent,
predictable attendance; and exercise good judgment. The specific essential functions are:

35% Independently develop and administers implementation grant agreements. Review contract
documents to ensure consistency with IRWM Implementation grant program policies and
procedures and that appropriate language, legal provisions, and other requirements are included.
Coordinate the execution and implementation of grant, loan, and service agreements with external
customers (implementation grantees and contractors) and internal customers, technical staff,
Office of Chief Counsel, Budget Office, Fiscal Services, and Contract Services Office. Keep abreast
of requirements of the State Contracting Manual, State Administrative Manual, DWR guidelines,
various codes (e.g., Public Contract Code and Government Code), and other relevant policies and
procedures. For certain Bond Law programs, serves as lead and oversees the implementation of
grants in representing DWR to the public and grantees. Driving a vehicle on public roadways will
be required to attend meetings.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Zaffar Eusuff >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 1650-5393-002 50001463 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
IRWM/FAB/Implementation Grants Section

Percent of
Time

Activity

15%

15%

15%

10%

10%

Advise implementation grantees of procedures for submitting reimbursement claims. Answer and
resolve complex questions and concerns from the public and grantees as they arise. Review each
claim, in conjunction with technical staff, to verify the eligibility of charges claimed and the
appropriateness and accuracy of the dollar amounts. Submit claims to management for approval
and initiate payment. Prepare SAP Services Entry Sheets to authorize payment.

Utilize SAP, Bond Management System (BMS), and COGNOS reporting tools to monitor
bond-funded implementation grants and loans. Develop custom reports for management, the
Legislature, and the public. Track Implementation Grant funding commitments and monitor funding
liquidation dates. Maintain and modify databases for tracking and analysis of financial status of
various bond law programs, primarily implementation grants. Train staff in the use of various
management tools including SAP, BMS, and COGNOS. Serve as liaison with BMS administrator for
implementation of necessary modifications and upgrades. Ensure that Bond Accountability
tracking and reporting requirements for implementation grants are met. Assist in budgeting and
tracking of program expenditures within SAP. In consultation with Branch and Implementation
Grants Section Chief, develop cash flow projections for upcoming General Obligation bond sales;
and tracking bond sale allocations by sale, program, and project.

Conduct analytical reviews of implementation grant and loan applications; determine
completeness; and evaluate compliance with minimum financial, legal and organizational eligibility
criteria. Analyze financial, economic, and demographic data and associated information to
determine the legal, financial, and organizational eligibility of applicants for financial assistance.

Assist the Branch Chief in preparing findings, recommendations, and reports on applications for
implementation grants or loans. Participate in the development of proposed legislation affecting
the bond law programs. Conduct bill analyses and interpret legislation related to financial
assistance programs administered by the Division. Assist the Branch Chief with responding to
internal and external audits. Consult with prospective implementation grant applicants and other
State agencies on financial assistance programs. This may require driving on public roadways to
attend meetings.

In consultation with technical staff, recommend and implement improvements to policies and
procedures to improve branch activities, including development of grant agreement templates for
use within the Branch and by other Divisions that undertake similar activities; and improving fiscal
controls for the various financial assistance programs.

SPECIAL REQUIREMENTS

Must possess a valid California Drivers License.
Limited travel and overtime work may be required to meet program deadlines.
Basic database skills and knowledge of the State contracting and budgeting processes.
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35%
	activity: POSITION SUMMARY
Under the direction of the Supervising Engineer, the Associate Governmental Program Analyst (AGPA) administers financial and analytical budget staff services assignments related to implementation grants in the Integrated Regional Water Management (IRWM) grant program.  The incumbent may be assigned duties to support and work as part of a matrix managed team, including planning grants administration.  Duties include determining compliance with IRWM grant program requirements; preparation and administration of implementation grant, loan, or service agreements; processing of payment claims for implementation grants and other IRWM grant programs. 


ESSENTIAL FUNCTIONS
The Implementation Grants Section is designed for projects that are ready for or are nearly ready for implementation.  This position requires the incumbent to work cooperatively with Department of Water Resources (DWR) staff, contractors, and grant recipients; maintain regular, consistent, predictable attendance; and exercise good judgment.  The specific essential functions are:

Independently develop and administers implementation grant agreements.  Review contract documents to ensure consistency with IRWM Implementation grant program policies and procedures and that appropriate language, legal provisions, and other requirements are included.  Coordinate the execution and implementation of grant, loan, and service agreements with external customers (implementation grantees and contractors) and internal customers, technical staff, Office of Chief Counsel, Budget Office, Fiscal Services, and Contract Services Office.  Keep abreast of requirements of the State Contracting Manual, State Administrative Manual, DWR guidelines, various codes (e.g., Public Contract Code and Government Code), and other relevant policies and procedures.  For certain Bond Law programs, serves as lead and oversees the implementation of  grants in representing DWR to the public and grantees.  Driving a vehicle on public roadways will be required to attend meetings.  
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 1650-5393-002
	sap personnel no: 
	sap position number: 50001463
	division: IRWM/FAB/Implementation Grants Section
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10%
	activity2: Advise implementation grantees of procedures for submitting reimbursement claims.  Answer and resolve complex questions and concerns from the public and grantees as they arise.  Review each claim, in conjunction with technical staff, to verify the eligibility of charges claimed and the appropriateness and accuracy of the dollar amounts.  Submit claims to management for approval and initiate payment.  Prepare SAP Services Entry Sheets to authorize payment.  

Utilize SAP, Bond Management System (BMS), and COGNOS reporting tools to monitor bond-funded implementation grants and loans.  Develop custom reports for management, the Legislature, and the public. Track Implementation Grant funding commitments and monitor funding liquidation dates.  Maintain and modify databases for tracking and analysis of financial status of various bond law programs, primarily implementation grants.  Train staff in the use of various management tools including SAP, BMS, and COGNOS.  Serve as liaison with BMS administrator for implementation of necessary modifications and upgrades.  Ensure that Bond Accountability tracking and reporting requirements for implementation grants are met.  Assist in budgeting and tracking of program expenditures within SAP.  In consultation with Branch and Implementation Grants Section Chief, develop cash flow projections for upcoming General Obligation bond sales; and tracking bond sale allocations by sale, program, and project.

Conduct analytical reviews of implementation grant and loan applications; determine completeness; and evaluate compliance with minimum financial, legal and organizational eligibility criteria.  Analyze financial, economic, and demographic data and associated information to determine the legal, financial, and organizational eligibility of applicants for financial assistance. 

Assist the Branch Chief in preparing findings, recommendations, and reports on applications for implementation grants or loans.  Participate in the development of proposed legislation affecting the bond law programs.  Conduct bill analyses and interpret legislation related to financial assistance programs administered by the Division.  Assist the Branch Chief with responding to internal and external audits.  Consult with prospective implementation grant applicants and other State agencies on financial assistance programs.  This may require driving on public roadways to attend meetings. 

In consultation with technical staff, recommend and implement improvements to policies and procedures to improve branch activities, including development of grant agreement templates for use within the Branch and by other Divisions that undertake similar activities; and improving fiscal controls for the various financial assistance programs.   


SPECIAL REQUIREMENTS

Must possess a valid California Drivers License.
Limited travel and overtime work may be required to meet program deadlines.  
Basic database skills and knowledge of the State contracting and budgeting processes.
	supervisor name: Zaffar Eusuff
	employee name: 


